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CDBG-CV Basics
Project Eligibility:

• Eligible projects must benefit at least 51% LMI;

• Eligible projects must either prepare, prevent or respond to the Coronavirus outbreak (must show tie-back to COVID);

• Eligible projects must fit under the following categories:

• Rental/Mortgage Assistance – Beneficiaries must be past due on any bills they are seeking assistance for, and payment must go directly to 

the Landlord/Mortgage Company (Triggers the Lead-Based Paint Rule for over 100 days of assistance) Note: This rule applies after the 

first payment is made and going forward, not when the assistance started. For example, if paying arrears for three months, the 100-day 

period begins from the date of first payment, not the beginning of the three months;

• Utility Assistance – Beneficiaries must be past due on any bills they are seeking assistance for, and payment must go directly to the Utility 

Company. Note that if the utility is owned by the City, then they must waive late fees or any other fees that would be considered as a profit 

to the City;

• Medical Assistance;

• Mental Health Assistance;

• Nutrition Assistance;

• Job Training Assistance – Literacy, independent living skills, resume writing, job coaching, job retention training; 

• Childcare Assistance – Directly to the daycare or after-school service program, due to change in work hours, job changes, or other 

issues directly related to COVID-19 and generally offered only for children under the age of 13.; and

• Rehabilitation Assistance – Rehabilitation of a public facility to improve indoor air quality and ventilation to prevent the spread of 

Coronavirus.
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Utility 
Payments

• Assistance for utilities 
should cover standard 
expenses. For example, 
late payment fees or loan 
fees should not be included 
in the assistance payment.

• If fees for utility bills are 
being waived, indicate 
whether these fees are 
simply being WAIVED by 
the city or PAID by the city 
on the bill.
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CDBG-CV Basics

Process for Eligible Activities:

• All grantees will be required to upload documentation for eligible activities that receive CDBG-CV funds to 

ensure compliance with Federal and State regulations. In order for a subrecipient application intake 

process to be considered effective for utility and rental/mortgage assistance, subsistence payment records 

must be verified by using the following criteria to ensure expenses are necessary and reasonable: 

• Low-to-Moderate-Income Benefit

• Duplication of Benefits

• Tieback to COVID-19 Pandemic

o Loss of Income

• Household Income

• Late Payment Notices

• Beneficiary Agreement to return back duplicative funds

6ODOC CD | CDBG-CV Technical Assistance (Updated May 2022)



CDBG-CV Basics

Process for Eligible Activities:

• ODOC Forms

• Householder Duplication of Benefits for Assistance Affidavit 

• Non-Profit Duplication of Benefits for Assistance Affidavit 

• Self-Declaration Form

• Rent Reasonableness Check and Fair Market Rent Certification

• Rental Agreement Plan Landlord Statement

• CDBG-CV Equipment Inventory Form

• Certification of Inventoried Items

• Nutrition Assistance Application
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CDBG-CV Basics

Tieback to COVID-19:

• All activities must have a tieback to COVID-19:

• COVID-19 Prevention:

• Equipment, Chemicals, or Materials that stop the spread of COVID

• COVID-19 Preparation:

• Equipment, materials, chemicals or electronics in place to better maintain services through social 

distancing

• COVID-19 Response:

• Beneficiaries must document how they experienced income loss or related issue due to COVID-19 

that caused the need for utility, rental, or mortgage assistance.
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CDBG-CV Basics

Tieback to COVID-19:

• Documentation of a tieback to COVID-19 can be any of the following, but is not limited to:

• Statement of layoff or job loss;

• Reduction in work hours due to COVID-19;

• Reasoning for equipment or chemical purchase;

• Statement from employer of business closure;

• Bank statements showing reduction in weekly/monthly pay; or

• Self-certification by beneficiary that the need was due to COVID-19.

Note: Self-certification is considered to be the lowest form of verification. While it is allowed, we strongly encourage 

subrecipients to do their due diligence in acquiring necessary documentation. If the self-certification method is used, a 

short narrative must be included stating a tieback to COVID and other related information to assist in determining 

eligibility.
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CDBG-CV Basics

Keeping an inventory of supplies/equipment bought with CDBG-CV funds such as:

• Food;

• PPE;

• Chemicals;

• Other supplies for maintaining social distancing; and

• Equipment such as:

• iPads and data plans;

• Kitchen Machinery, Utensils, and Packing Supplies; and

• Cleaning Products.
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Emergency Payments - Covering Arrears

• Per Federal guidance, each assisted individual or family that is provided utility or rental/mortgage 

assistance for a period of multiple months, the period begins on the date the first payment is made to a 

provider on behalf of an individual or family. Thus, for rental/mortgage, or utility assistance, the following 

is required:

• Assistance must be consecutive months;

• Assistance must only be arrears (show of past due notice); and

• Assistance can only be paid to the provider after the beneficiary is late on such payment.

Note: The period for emergency payments begins when the payment is made, not when the arrearage began. For example, 

an eligible applicant is 4 months in arrears. The first payment made will cover the 4 months of arrears. The applicant will still 

be eligible to receive 5 more months of assistance to fulfill the six consecutive month allowance.
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Release of Funds

• As with normal CDBG projects, subrecipients will be required to obtain Release of Funds (ROF) prior to 

drawing down any funds.

• Subrecipients will have 120 days from the start date of their contract with ODOC/CD to obtain ROF and 270 

days from the start of their contract to begin construction. 

• Subrecipients will be required to complete and upload the CDBG-CV ROF Checklist.

• To initiate release of funds (ROF), use the OKGrants Walkthrough located on the OKCommerce website. 

https://www.okcommerce.gov/community-development/local-governments-edos/okgrants-guides-logon/
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Release of Funds

Release of Funds Checklist Requirements:

1. CDBG-CV projects will mainly involve three (3) levels of Environmental Review:

• Exempt Activities 24 CFR 58.34(a)- Ex. Grant Administration and Consultation 

• Categorically Excluded not subject To 58.5 Activities: Ex. Public Services and Equipment

• Categorically Excluded Subject to 58.5  Activities: Ex. Rehabilitation of public facilities

2. Sam.Gov Verification

✓ Verification of Sam.Gov check 

✓ Grantee Debarment Review Certification

✓ Contractor Debarment Review Certification

3. Leverage/Matching Funds

4. Insurance and Bonding

5. Anti-displacement Plan

6. Fair Housing Activity (CEST and EA Reviews)

7. Section 3 Resolution or Plan (CEST and EA Reviews)

8. Engineer/Architect Acknowledgement (CEST and EA Reviews)

9. Request Release of Funds (Form 7015.15) (CEST and EA Reviews)
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Release of Funds Checklist
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Release of Funds Checklist

1. EXEMPT ACTIVITIES – Professional Services
a) HUD or ODOC Form-Executed by Grantee’s Chief Elected Official
b) Debarment Check:

1. SAM.gov verification
2. Grantee Debarment Review Cert.
3. Contractor Debarment Review Cert.

c) Procurement Documents (May also be uploaded drawdown request)

2. CATEGORICAL EXCLUDED (Not Subject to 58.5) CENST -
(Purchase of a Fire Truck/Equipment)

a) HUD or ODOC Form Executed by Grantee’s Chief Elected Official
b) Procurement Documents (May also be uploaded drawdown request)
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Release of Funds Checklist
3. CATEGORICAL EXCLUDED (Subject to 58.5) CEST –

Improvements to Existing Infrastructure such as Public Facilities

Complete CEST (HUD/ODOC Form) with information from prepared “Resource Worksheets”
for each Federal Law & Authorities listed at 24 CFR 50.4, 58.5 & 58.6.

a) Historical letters of concurrence (State & Tribal)
b) Archaeological letter of concurrence
c) Part of the review is Floodplain Management, the “Resource Topic Page &
Worksheet” provides guidance to determine if the activity is located in the 100- or
500-year floodplain. If any portion of the project is located in the floodplain or
wetland, a
5-step or 8-step review process shall be performed requiring two publications for
public comment 1)Early Public Review & 2)Justification for locating project in a
floodplain.

If no regulatory agency requires consultation or mitigation, the activity can convert to an
exempt activity at 58.34(a)(12). No Notice to the Public is required and the Chief Elected
Official executes the CEST Form. You may skip to f) Request for Release of Funds 7015.15

d) Prepare & post a Notice of Intent to Request Release of Funds for Public Comment
Period

e) Distribute the Notice of Intent to interested parties

f) Chief Elected Official Certifies the Review of all Environmental Documents
Prepared and Executes the CEST and the 7015.15 Request for Release of Funds
(HUD/ODOC Forms).
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Release of Funds Checklist

4. Environmental Assessment (EA) Review (Primarily used for NEW
construction)
Complete EA (HUD/ODOC Form) using information from prepared
“Resource Worksheets”.

a) Historical letters of concurrence (State & Tribal)
b) Archaeological letter of concurrence
c) Part of the review is Floodplain Management, the “Resource 

Topic Page & Worksheet” provides guidance to determine if 
the activity is located in the 100- or 500-year floodplain.  If any 
portion  of the project is located in the floodplain or wetland, 
5-step or 8-step review process shall be performed requiring 
two  publications for public comment 1)Early Public Review & 
2)Justification for locating project in a floodplain

d) Prepare and Post a Combined Notice - A Finding of No Significant
Impact to the Environment and Intent to Request a Release of Funds.

e) Distribute the Combined Notice to interested parties

f) Chief Elected Official Certifies the Review of all Environmental
Documents, Prepares and Executes the EA Form and 7015.15
Request for Release of Funds (HUD/ODOC Forms).

Items 5 thru 11 are other documents required before ODOC can
provide a “Release of Funds”.
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Release of Funds
Exempt and Categorically Excluded Not Subject To (CENST) Form:

Forms  can be located in the 

CDBG-CV Policy and Procedure  

Manual  or here: 

https://www.hudexchange.info/re

source/3141/part-58-

environmental-review-exempt-

or-censt-format/
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Release of Funds
Exempt and CENST Form:

To determine Level of 

Environmental Review 

Determination, use the U.S. 

Department of HUD Office 

of Environmental and 

Energy Handbook of 

Laws, Regulations, and 

Executive Orders for HUD 

Environmental 

Compliance provided in the 

CDBG-CV Policy and 

Procedure Manual. 
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Release of Funds
Exempt and CENST Form:
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Release of Funds
Exempt and CENST Form:
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Release of Funds 
Categorically Excluded Subject To (CEST)

https://www.hudexchange.info/resource/3139/part-58-

environmental-review-cest-format/
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Release of Funds 
All worksheets must be completed to confirm compliance determinations. 

24ODOC CD | CDBG-CV Technical Assistance (Updated May 2022)



Release of Funds (CEST)

Important: 

If there are no mitigation measures the project can 

convert to exempt. (e.g., project located in a 

floodplain)

If there are mitigation measures, the project cannot 

convert to exempt and the subrecipient must publish 

a Notice of Intent (NOI) and Request Release of 

Funds (RROF) also known as form 7015.15. 
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Construction Flow Chart
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Construction Flow Chart
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Construction Flow Chart
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Release of Funds
Extra step when debarment requirements have not been met or if there is other missing information:
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Release of Funds Overview

❑Submit Release of Funds for Exempt/CENST activities. Examples include grant administration, 

engineering/architect fees, inspections and other soft costs found in 58.34 or 58.35(b);

❑After clearance has been received for Exempt/CENST activities prepare environmental review for CEST 

activities found in 58.35(a);

❑Submit Wage Determinations found at www.sam.gov 45 days prior to bid;

❑Request 10-day call ten days prior to bid opening to verify wage rates;

❑After bid opening obtain approval for Notice of Award;

❑Complete Release of Funds;

❑Begin construction.
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Civil Rights, Fair 

Housing and Section 3
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Fair 
Housing

Race Gender

Color Disability

Age Family Status

Religion Sexual Orientation

National Origin
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Fair Housing 
Requirement

ODOC requires all CDBG grant recipients 
to:

* adopt a Fair Housing Ordinance or pass 
a Fair Housing Resolution as the first step 
in affirmatively furthering fair housing. 

* undertake at least one (1) new activity 
per year to further fair housing.  
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Fair Housing 
requirements 
examples

• Have a written local complaint and monitoring 
process and notify the public of its existence through 
newspaper advertisement, or through notices in 
utility statements.

• Designate April or any month as “Fair Housing 
Month” by Proclamation or Resolution along with 
another sponsoring activity

• Newspaper advertisements, marquis displays or 
public service announcements  

• Poster contest, essay writing contest at local schools

• Display items at local businesses
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FHEO Resource
https://www.hud.gov/program_offices/fair_housing_equal_opp/marketing

• Posters

• Social Media Advertisements

• Brochures

• Booklets

• Flyers 

• Handouts
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SECTION 504 
OF THE 
REHABILITATION 
ACT OF 1973

Summary:

Section 504 of the Rehabilitation Act of 1973 prohibits discrimination on the basis of disability in 
programs and activities conducted by HUD or that receive financial assistance from HUD.

Purpose:

• In addition to its responsibility for enforcing other Federal statutes prohibiting 
discrimination in housing HUD has a statutory responsibility under Section 504 to ensure 
that individuals are not subjected to discrimination o the basis of disability by any 
program or activity receiving HUD assistance.  

• Section 504 charges HUD with enforcing the right of individuals to live in federally 
subsidized housing free from discrimination on the basis of disability.  

• Further, Section 504  covers employment discrimination based on disability and requires 
HUD and HUD-assisted agencies to make reasonable accommodations for the know 
physical or mental limitations of an employee or qualified applicant.  

• It covers all HUD programs except for mortgage insurance and loan guarantee programs.
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SECTION 109 
OF THE 
HOUSING AND 
COMMUNITY 
DEVELOPMENT 
(HCD) ACT OF 
1974

Summary:

Section 109 of the HCD Act of 1974, Title I, prohibits discrimination on the basis of race, color, 
national origin, disability, age, religion, and sex within Community Development Block Grants 
(CDBG) programs or activities

Purpose:

• In addition to its responsibility for enforcing other Federal statutes prohibiting 
discrimination in housing.  HUD has a statutory obligation under Section 109 to ensure 
that individuals are not subjected to discrimination on the basis of race, color, national 
origin, disability, age, religion, or sex by recipients of CDBG funds.  

• Section 109 charges HUD with enforcing the right of individuals to live in CDBG-funded 
housing free from such discrimination.  

• However, this additional statutory authority only applies to CDBG and allied programs, 
such as Section 108 loan guarantees and the Historically Black Colleges and  University 
program.
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Title II of the Americans with Disabilities Act of 1990

Title II prohibits discrimination based on disability in programs, services, and activities 
provided or made available by public entities. HUD enforces Title II when it relates to state 
and local public housing, housing assistance and housing referrals.

Architectural Barriers Act of 1968

The Architectural Barriers Act requires that buildings and facilities designed, constructed, 
altered, or leased with certain federal funds after September 1969 must be accessible to 
and useable by handicapped persons. 

Age Discrimination Act of 1975

The Age Discrimination Act prohibits discrimination on the basis of age in programs or 
activities receiving federal financial assistance.
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Section 3 Requirements

Important: If a construction contractor has identified as a Section 3 Business, labor hours will need to be 
tracked. These forms will soon be added to the CDBG-CV Policy and Procedure Manual. Stay tuned. 

39ODOC CD | CDBG-CV Technical Assistance (Updated May 2022)



Procurement
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Procurement Requirements

Cities and Towns are required to follow their own procurement procedures as established by local ordinance for the purchase of all 

goods and services. In the absence of procurement procedures, Cities and Towns should use the procurement requirements outlined 

in the CDBG-CV Policy and Procedure Manual.

➢ Small Purchases - $5,000 or less in aggregate

➢ Between $5,000 and $50,000 – Must receive in writing at least 3 bids or quotes. 

➢ $50,000+ - Must obtain Sealed Bids

Counties are required to follow the procedures as defined in O. S. 19, et.al. County purchasing practices in Oklahoma are regulated 

by Sections 1500 through 1505 in Title 19, Chapter 33, “County Purchasing Procedures”, of the Oklahoma Statutes, commonly 

referred to as the County Purchasing Act. These practices are also regulated by the “Public Competitive Bidding Act” (PCBA) in Title 

61, Sections 101 through 138 in the Oklahoma Statutes. These Statutes are revised each year by the Oklahoma Legislature to keep 

them current and beneficial. 

➢ Small Purchases - $10,000 or less in aggregate

➢ $10,000 + – Must advertise, solicit and obtain Sealed Bids
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Procurement Requirements

24 CFR 570.489(d): Fiscal controls and accounting procedures.

A State/Subrecipient shall have fiscal and administrative requirements for expending and accounting for CDBG funds that:

• Are specific enough to ensure compliance

• Ensure that CDBG funds are spend for reasonable and necessary costs;

• Ensure that CDBG funds are not used for general expenses

A State/Subrecipient may satisfy this requirement by:

• Using requirements applicable to the use of its own funds;

• Adopting new requirements; or

• Applying the provisions in 2 CFR part 200 (in which case, the provisions of part 200 apply to the State and its sub-recipients)
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Procurement Requirements

Tip:  As a good rule of thumb, where local and state rules address the same matter/requirements as 2 CFR part 200, follow the 

most restrictive standard unless it conflicts with the Federal Requirement (if there is a conflict, follow Part 200 rule or contact 

ODOC for guidance)

Procurement transactions must be handled in a manner that provides “full and open competition” (2 CFR 200.319)

Please refer to the CDBG-CV Policy and Procedure Manual for more detail.
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Low to Moderate Income (LMI)Tracking
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Low to 
Moderate 
Income 

Two Ways to Verify LMI

➢ Beneficiary-by-Beneficiary: Primarily for individual and household level 
services as they are provided. 

➢ Target Area: Only necessary for area wide services. If this method is used, 
only new 2022 surveys will be accepted. 

➢Example: A community would like to complete rehab on an existing public 
facility but does not automatically qualify at least 51% LMI. In this 
scenario, the community would need to obtain new income surveys to 
prove LMI eligibility in the target area. 
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Low to Moderate Income (LMI) 

• The Beneficiary-by-Beneficiary Tracker (BBT) should be used to track LMI information for individual services. 

• BBT tracks information such as:

LMI Beneficiary-by-Beneficiary Tracker 

❑ Name ❑ Duplication of Benefits / Other 

Assistance

❑ Address ❑ COVID Tieback

❑ Type of Assistance ❑ LMI Verification

❑ Amount of Assistance

Note: If working with a Community 

Action Agency or Non-profit 

organization make sure they are 

documenting LMI correctly. 
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Low to Moderate Income (LMI) 

When tracking beneficiaries on the LMI Beneficiary-by-Beneficiary Tracker form, group all 

activities together. Ex: All utility bills paid should be grouped together and totaled at the 

bottom, then all rental bills paid should be grouped together and totaled.

When tracking tie back to COVID, Presumed Benefit is not a valid response. Please 

explain the reasoning for why they are a presumed beneficiary such as elderly, disabled, 

or abused children.
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Low to Moderate Income (LMI) Beneficiary Tracker 
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OKGrants

https://www.okcommerce.gov/community-development/local-governments-edos/okgrants-guides-logon/
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OKGrants Life Cycle

Application Award
Program 

Implementation 

Program Implementation includes all phases after the contract has been awarded such as:

✓ Release of Funds / Environmental Review

✓ Advance Request / Reimbursement Claims

✓ Monthly Expenditure Reports 

✓ Quarterly Performance Reports

✓ Monitoring 

✓ Closeout
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OKGrants
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OKGrants Walkthroughs and Roles

Step-by-step walkthroughs can be obtained from within the OKGrants system or on our website okcommerce.gov OKGrants Guides.

Subrecipient Roles:

• Agency Administrator – Handles user accounts only;

• Viewer – Cannot edit or save. Used for auditors;

• Writer – Can edit and save, but cannot submit anything;

• Financial Officer – Can, edit, save and submit;

• Authorized Official – Full permissions for everything.
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Financial 

Management

54



Financial Management

• OKGrants is required for the submission of applications, implementation of projects and subsequent closeout. It is important to note 

that some documents will be completed on forms that are programmed into OKGrants such as reimbursement claims and quarterly 

reporting. Certain other documents may be completed by the Grant Recipient and then uploaded into OKGrants. All paper 

documents should be maintained by the subrecipient at their primary office. 

• All Grant Recipients are required by State statute to track Federal dollars by fund. This simply means that a separate set of

accounting records must be set up for each CDBG contract received,

• All entries recorded in the cash disbursements journal must be traceable to some form of source documentation, e.g., invoices, 

partial pay estimates, employee time sheets, etc. Additionally, all original documentation should be filed in an orderly manner and 

readily available for review in the event ODOC performs a financial monitoring. 

• If leverage funds are used, they must be tracked and reported monthly. 

• Non-Collusion Affidavits are required to be attached to all contracts for $25,000 or more

• The most important thing to remember is that you can only expend funds on the items that are listed in the detailed budget 

submitted with your application for funding
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Advance Request Requirements

Upload the following for every advance request through OKGrants:

1. Reimbursement Claim (attached to the CDBG-CV Policies and Procedures Manual);

2. Purchase Order – If POs are not used, the first advance request should include an 

explanation on why POs are not used and what process is outlined for approved 

purchases;

3. Invoice(s);

4. LMI Beneficiary by Beneficiary Tracker;

5. Employee Timesheets - required if advance request includes administrative costs 

(also called Activity Delivery Costs). This does not apply if you are a City employee 

being paid from the City budget.

Note: Due to limitations within OkGrants, the term Advance Request and Reimbursement 

Claim are used interchangeably in the CV program. Both terms are the same.
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Advance Request File Organization

When an advance request is submitted, files should be organized properly for review. Files should be uploaded in the following 

manner:

1. Reimbursement Claim

2. Purchase Order

3. Invoice

4. LMI Tracker 

5. Timesheets (if applicable) 

6. Equipment Inventory (if applicable) 
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Advance Request File Organization

Files should also be labeled accordingly in OkGrants.
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Pay Advances
All funds requested on are present 

on pay advance. 

Make sure you have enough funds 

to request. 

Upload all supporting documents

Oklahoma | CDBG-CV Technical Assistance 59
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Reimbursement Claim Form 

For any entity that is offering beneficiary services for multiple months or more than one activity such as receiving 

assistance for utilities and rent, please do not double count persons receiving that service or assistance. For example, if a

household receives utility assistance for 6 months that beneficiary is counted as 1 household on the Reimbursement Claim 

Form, as well as in all Quarterly Performance Reports. The same would apply if that same individual receives rental 

assistance, the beneficiary or household should only be counted once when tracking LMI information. 
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Financial Management

Reimbursement Claims

• Reimbursement Claims 

will need to be submitted 

with each advance 

request.

• Information from 

Reimbursement Claims 

will also be used on the 

Quarterly Performance 

Report (QPR).
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Financial Management

Personnel Timesheets

• For staff that perform work on CDBG-CV eligible 

activities, a timesheet will need to be submitted for 

reimbursement. (Note: It would be best, but not 

required, to submit these timesheets monthly to 

ensure compliance and documentation 

requirements.) Ex. Community Action Agency staff 

or non-profit organization staff time on project. This 

does not apply to City staff being paid from the City 

budget. 

• Make sure timesheets are signed accordingly. 

Incomplete timesheets will not be processed for 

payment.
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Financial Management

Note: Personnel timesheets should not be used for 

construction activities. Wage and Hour Division (WHD) 

Payroll timesheets should be used for construction 

projects to ensure Davis Bacon compliance. 

Davis Bacon applies to construction contracts over 

$2,000. Subrecipients must ensure construction 

contractors are paying the correct wage rates to their 

employees. 

Weekly payrolls must be submitted with each 

drawdown request. 
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Monthly Expenditure Report (MER)

• Monthly Expenditure Report must be entered on OKGrants by the 10th of every month following a month in which there 

has been a draw, expenditure, or cash balance of CDBG funds. 

• Leverage expenditures must also be included on the report. Leverage expenditures must be reported when incurred, if 

there has not been an expenditure of leverage funds please place a zero in the appropriate line item. If there are no CDBG 

expenses to report during the month, a report for leverage expenditures only must be submitted if leveraged expenditures 

occurred. Along with the submitted Leverage Expenditure Report, supporting documentation such as invoices, receipts and 

cancelled checks must be uploaded in OKGrants.

• Timely submission of the Monthly Expenditure Report is important. Requests for funds will not be processed if there are 

any delinquent reports outstanding.
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Expenditure 

Report
Monthly Vs. Final 

Month and year selected the 

expenditure accrued 

Budget Item

Description of expenditures
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Financial Management

• The general ledger is to 
remain on file and must 
include data from the 
following information:

• Invoice 

• Purchase Order 

• Check 
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Timely Expenditure Requirements

FR 6218-N-01 mandates that 80 % of CDBG-CV funds must be obligated and expended within three (3) years 
of the date funds are obligated, unless a waiver is granted by HUD. March 2023 is the deadline for this 
requirement. 

What does this mean for subrecipients?

• At the end of one year, the sub-recipient will have eligible expenditures and will have drawn a minimum of 
ten percent (10%) of the total contract amount.

• At the end of eighteen months the sub-recipient will have eligible expenditures and drawn a minimum of 
eighty percent (80%) of the total contract amount.

• At time of closeout submission, the sub-recipient will have submitted the final request for all eligible 
expenditures.
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Quarterly Performance Reporting

• Quarterly Performance Reports (QPR) will be due by the 10th of January, April, July and October until closeout documents are 

submitted. This is not to be confused with the Monthly Expenditure Report (MER). A Monthly Expenditure Report must be 

prepared and submitted in OKGrants by the 10th of every month following a month in which there has been a reimbursement 

claim/advance request. 

• Data entered on the QPR should be cumulative of what has been submitted on past reimbursement claims. 

• If the QPR has not submitted as directed, advance request will not be processed.
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Recapture 
Policy

• ODOC CDBG-CV Staff will be reviewing CDBG-CV 
projects regularly to make sure funds are spent in a 
timely manner. 

• If ODOC finds that funds are not being spent in a 
timely manner, the recapture policy will be enforced as 
shown in the CDBG-CV Policy and Procedure Manual. 
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Budget and 

Contract 

Modifications

In some instances, a subrecipient may need to modify their budget to align 

with program implementation. This is considered as a budget 

modification. The following is required for a budget modification in 

OKGrants:

1. Detailed letter on letterhead from the subrecipient requesting the 

modification. Must be signed by the Authorized Official

2. Updated Leverage Certification Form showing the amended amounts. 

Must be signed by the Authorized Official.

Budget and contract modifications 

are completed through OKGrants 
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Budget and 

Contract 

Modifications

If for some reason the subrecipient will need additional time to complete 

their project a contract modification may be requested through OKGrants. 

To complete a contract modification, a subrecipient must submit the 

following:

1. Detailed letter on letterhead from the subrecipient requesting the 

modification. The letter must include a brief description of the reason 

for the change along with the month, date, and year. The letter must 

be signed by the Authorized Official. 
Budget and contract modifications 

are completed through OKGrants 
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Duplication of 

Benefits 
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Duplication of Benefits Requirements

Maintain beneficiary files with the following:

• Subrogation agreement or other agreement that the beneficiary signed ensuring they will pay back any 

funds found to be duplicative; 

• Chart showing all the funding the beneficiary received because of COVID-19 (like the DOB Chart); and

• Up-to-date beneficiary contact information.

• Ensure that you are following your DOB policies and procedures in place.

All DOB information should be kept in organized files for the DOB Consultant, Ernst & Young, to 

easily identify all information for an applicant in one place.

73ODOC CD | CDBG-CV Technical Assistance (Updated May 2022)



Duplication of Benefits

• Utilize forms already created by 

keeping all information on a 

client in one central location. 

Have client information on types 

of assistance received, COVID 

eligibility and intake information 

together. 

• Trackers can include serial 

numbers rather than identifiable 

information when reporting on 

beneficiaries where HIPAA 

violations could occur. The 

subgrantee should have all 

necessary identifiable 

information matching the given 

serial number in the client’s 

files. 
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Duplication of Benefits – HIPAA Requirements

When using CDBG-CV funds for projects offering medical/mental health services for beneficiaries, 

every beneficiary should have a DOB checklist filled and signed within their files by a case manager or other 

individual that is allowed to review client files. This checklist should verify that the client is not receiving more 

service than they need or a duplication of assistance. 
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Duplication of Benefits

Identifying and Collecting Duplication of Benefits Data

• If a duplication of benefits is found, subrecipients should do the following:

1. Contact ODOC;

2. Verify that beneficiary signed a subrogation agreement;

3. Keep records of duplicative assistance identified;

4. Follow ODOC’s instructions on moving forward – it will be a case-by-case scenario.
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Monitoring 
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Monitoring
▪ All monitorings will be completed by 

using the desk monitoring method until 
further notice. 

▪ Projects will be monitored on two 
occasions:

1. Pre-monitoring- Conducted after 
the first reimbursement claim has 
been processed.

2. Monitoring- Will begin after at least 
50% or more of funds have been 
drawn. 
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Monitoring

• Pre-monitoring will not be counted 
against the subrecipient but will be used 
as a learning tool to ensure compliance. 

• Like monitoring for regular CDBG, 
subrecipients will be notified prior to date 
of monitoring by email.

• A monitoring tool will be attached to the 
notification letter and the subrecipient will 
be required to respond with all required 
documentation by a certain date. 

• All required documents should be 
emailed to Project Manager for review. 
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Desk Monitoring
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Desk Monitoring
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Closeout
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Closeout

• Closeout is required to be submitted within (60) 
days of contract expiration

• Project must be fully monitored before it can be 
closed out. 

• If project included an activity for data plans, the 
contract for the data plans must be completed 
before project can be closed. 
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Closeout

✓CDBG-CV Closeout Checklist

✓Proof of second public hearing

✓Proof of Insurance (Equipment)

✓Signed Board Minutes or 
Closeout Resolution
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Keys to Success
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Keys to Success with CDBG-CV Funds

• Follow All Checklists;

• Keep documentation and records of everything CDBG-CV related; 

• Keep a detailed inventory of all CBDG-CV purchases;

• Include Federal regulations in all local CDBG-CV policies to ensure compliance;

• Look for current and future possible duplicative assistance for CDBG-CV activities;

• Make sure payments for rental assistance are made to the landlord and not directly to the 
beneficiary;

• Create processes that are easy to track and maintain.

• Ex. It may be appropriate for the City/Community Action Agency/Non-Profit Organization to 
pay for services upfront and request for reimbursement from CDBG-CV.

• If you don’t know, just ask. We’re here to help!
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Questions

ODOC Resources
https://www.okcommerce.gov/reporting-compliance/cdbg-covid-19/

Kellon Dixon  Kellon.Dixon@okcommerce.gov or 405-215-5626

Donielle Suber Donielle.Suber@okcommerce.gov or 405-431-0569

Jade Shain Jade.Shain@okcommerce.gov

HUD Resources
https://www.hudexchange.info/programs/cdbg-cv/
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